’ Bringing systems together to better serve youl

Include Leveraging Diversity Specific Measure

The Leading People critical element and the Leveraging Diversity specific measure
must be included in your supervisory performance plan.

Add Leading People critical element to NEW performance plan: Choose this option if you are
creating a new performance plan and not cloning a past performance plan.

Clone prior performance plan with Leading People critical element: Choose this option if you are
cloning a prior performance plan that already included the Leading People critical element.

Clone prior performance plan without Leading People critical element: Choose this option if you
are cloning a prior performance plan that did not include the Leading People critical element.

Add Leading People critical element to NEW performance plan

1. Select the Team Performance tile on the Manager Self Service homepage.
w Manager Self Service

Manager Time Manager Request Action Approvals AddMaintain Empl Checklist

@ fad

GSA Telework Agreement GSA Regular Telework Agreem... Team Performance

u— —

- -

1 In Frograss Documents

Guery Viewer Manage Delegation Manager Analytics and Reporis

ORACLE
PEOPLESOFT

2. From the Current Documents screen, select the Create Documents button.

< Manager Seif Service Team Performance

Current Documents 1
Current Documents

Historical Documents

v L

Period Begin / Next Due
Date

Name / Job Title Document Type Document Status Period End

Establish Pesformance Plan 1010172018
Performance Document 1171412018
IT Speciatist 02/30:2018

3. APerson Selector dialogue box will appear. Select the employee for whom you would like
to create the performance plan, and select the Continue button.
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Cancel Person Selector

» Search Options

Select Employees 19 rows

T

O Name / Title / ID Directs / Total Department

Angel Contreras

=] Budget Analyst Operations Division
00000743
Bernard Cooper
o Financial Management Officer FAS Financial Services Divisio

00000738

Craig Simmons
0 Contract Specialist
00000027

Branch C

4. Inthe Create Documents dialogue box, enter or click the calendar icon to select the Period

Begin Date and the Period End Date for the performance document.

Choose Performance Document from the Document Type drop-down menu.

Set the Clone from Prior Document field to No to create a new performance plan.

7. Select GSA Annual Performance Plan from the Template drop-down menu, and select the
Create button at the top right to continue.

o u

Back Create Documents
Period Begin Date | 10/01/2018
Period End Date |09/30/2019
Document Type = Performance Document ﬂ

Clone from Prior Document ( | No )

L IGSA Annual Performance Pian 1)

8. The newly created performance document will appear. Select the document to open and

edit it.
€ Manager Self Service Team Performance
Current Documants. 1
Create Documents
Current Documents
Historical Documents
T
Name ! Job Title Document Type Document Status ::::g: ::3'" d :::: o
Eslablish Perfermance Plan 10/01/2018
Parformance Document 1142018 5
IT Specialist 0932019
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9. On the Establish Performance Plan page, select the Expand All option to review all sections

of the performance plan.
10. Choose the Add Critical Element hyperlink under the GSA Elements section.

Performance Process o «

Performance Document
_© =~ | Establish Performance Plan - Update and Approve

Steps and Tasks o

Performance Document

10/01/2018 - 09/30/2019 QOverview

~ © Establish Performance Plan
Due Date 1111472018

© Update and Submit

Actions =

Job Title [T Specialist (CUSTSPT)
Document Type Performance Document
Template GSA Annual Performance Plan
Status In Progress

Manager
Period 10/01/2018 - 09/30/2019%
Document ID 42366
Due Date 11/14/2018

Add, update or review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during the performance period. Make any
necessary adjustments to the criteria and review your changes with the employee. Once the performance criteria is correct, select the "Sign and Submit”

butten to complete this step.

+' O Complete Mid-Year Progress Review

{Return fo Curreni Documentst

Save | | Sign and Submit

&G Print | [ Notify | &) Export

DueDale 053172018

~ Expand All I v Collapse All | (5 TAB Format | [z Adjust Dates

+' O Nominate Participants
DueDate  11/14/2019

GSA Elements will be evaluated by: Employee, Manager, Other Partici
- Expand | » Collapse | lfg Organizational Goals & Objectives || 5 Add Criical Element

+' O Review Participant Evaluations
Due Date 1111472019

Training Coordination

*' O Review Employee Self-Assessment
DusDale  11/1472019

Complete Manager Evaluation
Due Date 1111472019

Section 1 - GSA Elements

Communications development
Team Collaboration and Individual Expertise Development

Customer Satisfaction and Customer Relationship Improvement

11. Choose the Add pre-defined element radio button, and select the Next button.

Due Date 1114/2018

Due Date: 0543172019

* O Nominate Parficipants
Due Date 1111472019

© Update and Submit

= © Establish Performance Plan

o Complete Mid-Year Progress Review

Performance Process @ « | Performance Document
Steps and Tasks S e Add Element

IO Add pre-defined element I
Performance Document
100172018 - 0913072019 Overview ‘- Add your own element

@] Copy element from my Documents.

_) Copy element from My Team's Documents

12. On the Add a Pre-Defined Element screen, choose Element Group from the Element
Group Type drop-down menu and Leadership Elements from the Element Group drop-

down menu.

13. Select the Search button.

Establish Performance Flan
Due Date 11142018
Update and Submit

Complete Mid-Year Frogress Review
DueDate  05/312018

Nominate Participants
DueDate  11/142012

Review Participant Evalustions
DuaDats  s159amni0

rformance Process o «
eps and Tasks o ow
berformanca Documant

oi0ti2012 - o@z0201E Overview

Performance Document

Add a Pre-Defined Element

To search for Elements to add to the document select the search button. You can slso enter search eriteria to help refine
your results.

Search Criteria

Title
Element Group Type | Element Group v
Element Group [ S e
Search Clear
Return

14. From the Search Results, select the checkbox by Leading People, and choose the Add

button to continue.

Include Leveraging Diversity Specific Measure [ 3



HRLINGS

Bringing systems together to better serve youl

[Performance Process o « Performance Document
Epal i ek e~  AddaPre-Defined Element
Ta search for Elements to add to the document select the search button. You can also enter search criteria fo help refine
your resuts
Pertormancs Document
10/01/2018 - 0973002019 Owerview Search Criteria
Title
= © Establish Performsnos Plan
DueDate  11/142018 P Group v
Updste and Submit Element Group [Leadership Elemants v
D Complete Mid-Year Progress Review Search Glear

DusDate 05312010

Search Results

- Personsiize | (] 150f5
2 Nominste Participants
DusDale 11142010 GSA Elements
* © Review Participant Evelustions L] Leading Ghange
DusDste 11142010
* ' Review Employee Seff-Assessment [ Results Driven
DueDste 1114
TR0t [ Business Acumen
* O Compiete Mansger Evaluation [ Buiding Gosiifions
DueDate 11442010

Select All Desslact Al

Return

15. Under the Leading People [Leadership] section, indicate the percentage this specific
measure will be weighted in the Weight field.
16. Select the Add Specific Measure hyperlink.

Performance Process o «

Performance Document
Steps and Tasks z

& o~  Establish Performance Plan - Update and Approve

necessary sdjustments fo the eri
button to complete this step.

enges with the employee. Once the performance criteria is comect, select the "Sign and Submit®
Perfanmance Document
10012018 - 08302018 Overview

< Expand All | (» Collapse All | [[= TAB Format

= Esteblish Performance Plen Section 1 - Position Description Review Certification

DueDate 11142018
Updste and Subait Position Description Review Certification will be evalusted by: Emplayes, Manager
- Expsnd | ) Gollspse | [ Add tem
* O Complete Mid-Vear Progress Review Position Description Review Certification

DusDate 05312018

Nominste Participants. Section 2 - GSA Elements
DueDate 111142018

GSA Elements will be evalusted by: Employes, Manager, Other Participant
Review Participant Evalustions

o e | b 3 5
Doeome  rsmonn Expand | » Colispse | i Organizetionsl Goals & Objectives | [ Add Critical Element

Leading People [Leadership]

Review Employee Sel-Assessment

o e eyams Measurement : Genersl Messure: Quslity, quantiy, snd meiness oo
Derived from: Position description, OFM Executive core qualifications and supervisory guide:

Complete Mansger Evalustion * Gritical: Yes

Due Date 111142018 * Strefch Goal: No

Aligns To
Organizational
Goals & Objectives

#] Add Specific Messure

17. On the Add a Specific Measure screen, select the radio button Add pre-defined Specific
Measure, and choose the Next button.

Performance Process o o« Performance Document
teps and Tasks o o~ Adda Specific Measure

You have chosen to add & new Spacific Messure.
Perfor o nt

rmanes Hecums _ You can either enter 8 new Specific Messure on your own, or chaose a Specific Measure slresdy
1000172013~ 08302019 Overiizw defined in the system. Vihen you sre finished, select the Next button to continus.

Estshlish Performance Plan

I ’:J Add pre-defined Specific Measure I
Due Date 11142018

Add your own Specific Measure

Update and Submit

Complete Mid-Yaar Progress Review
DusDste  05/312018

Return

Mominate Participants

Dol

18. On the Add a GSA Elements Specific Measure screen, leave the Specific Measure field blank,
and select the Search button.
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erformance Process © €| Pperformance Document
teps and Tasks S e~ | Adda GSA Elements Specific Measure

Search Criteria
Performance Document
0012018 T 08302018 Overview

Specific Measure |

Clear

- Estzblish Performance Plan
DueDate 11142018
Updaste and Submit

Return

. Complete MidVear Progrees Roview

19. From the Search Results, select the checkbox by Leveraging Diversity, and choose the Add
Specific Measure(s) button to continue.

"erformance Process © “ | periormance Document
teps and Tasks 2 o~ | Adda GSA Elements Specific Measure
Search Criteria

Performance Document Specific Measure

[10/01/2012 - 0Q20/2019 Cvernview
Search Clear
= Estzblish Performance Plan
Due Dats 111142018
Update and Submit Search Resulis Personalize | 1 Fist ‘4 150f5 '} Last
GS5A Elements Specific Measure(s)
J Complete Mid-Year Progress Review [ IntegrityHaonesty

Due Date  05/31/2010
[] Empioyee Perspective

Due Datz 11142010 M 2t =
[J Empioyee Development

Review Participant Evaluations

DueDatz 11142018 [ Team Building

Select All Daselect Al
J Review Employee Self-Assessment =
Due Datz 117142010 Add Specific Measure(s)
- Raturn

Complete Mansger Evalustion
DueDate 1111412010

20. The Leveraging Diversity specific measure will appear under the Leading People
[Leadership] section.

Performance Process o « Performance Document Retum to Cument Documents Save | | Signand Submit | A

ST S _© o~  Establish Performance Plan - Update and Approve

(&Print | I Notify | H] Export

Performance Document Leading People [Leadership]
100012018 - 09/302019 Overview Measurement : General Measure: Quality, quantity, and fimeliness B 20
. Derived from: Position description, OPM Executive core qualifications and supervisory guide
= © Establish Performance Plan  Crifi . : ’ e
Critical: Yes
DusDate 111472018 * Stretch Goal: No
© Update and Submit Weight| 0 o
Aligns To
'O complete Mid-Year Progress Review Organizational
DuesDate 0513172019 Goals & Objectives
'O Nominate Participants Leveraging Diversity VAl
DueDale 1171412018 Description: Recruits, develps, and retains a diverse high quality workforce in an
equitable manner. Leads and manages an inclusive workplace that maximizes the
» O Review Paricipant Evaluations talents of each person to achieve sound business results. Respects, understands,

values and seeks out individual differences 1o achieve the vision and mission of the
organization. Develops and uses measures and rewards to hold self and others
accountable for achieving resutts that embody the principles of diversity

DueDale 1111472018

'O Review Employee Sel-Assessment

DueDate 111472019 Measures:
3- Fosters an inclusive workplace where diversity and individual differences are valued
*/© Complete Manager Evaluation and leveraged to maximize agency achievements. Consistent in word and action
DueDate 1171472018 Addresses allegations of discrimination, harassment, and refalialion; seeks early dispute

resolution and communicates promptly with upper-level management and human
resources. Supports and promotes EEQ policies/programs and Agency diversity efforis
through effective leadership and actions. Provides a workplace free from discrimination,
harassment, and retaliation. Addresses employee concems in a timely and thorough
manner and inifiates appropriate follow-up actions to resolve conflicts. Respects cultural
diversity and differences creating an environment where people work together to

achieve organizational goals

{Add Specific Measure}

21. To edit the Leading People critical element or the Leveraging Diversity specific measure,
click on the pencil icon.
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Performance Process & o«

Steps and Tasks e o~
Performance Document
101012019 * 07/3012020 Overview

e ish Performance Plan

ale 11142019

© Update

¥ © Complete Mid-Year Self-Assessment
DusDate  06/01/2020

¥ © Nominate Participants
DusDate 191622020

o mplete Self-Assessment
DusDate 111672020

¥ © Review Manager Evaluation

DueDate  11/16/2020

Performance Document

Establish Performance Plan - Update
Measurement : General Measure: Quality, quantity, and timeliness

Derived from: Position description, OPM Executive core qualifications and supervisory guide
* Critical: Yes

* Stretch Goal: No

Weight 0

Aligns To
Organizational
Goals & Objectives

Leveraging Diversity

Description: Recrults, develops, and retains a diverse high quality workforce in an equitable
manner. Leads and manages an inclusive workplace that maximizes the talents of each
person to achieve sound business results. Respects, understands, values and seeks out
individual differences to achieve the vision and mission of the organization. Develops and
uses measures and rewards to hold self and others accountable for achieving results that
‘embody the principles of diversity.

Measures:
3- Fosters an inclusive workplace where diversity and individual differences are valued and

leveraged to maximize agency achievements. Consistent in word and action. Addresses
allegations of discrimination, harassment, and retaliation: seeks early dispute resolution

Return to Current Documents

@ Print | EJNotify | B)Export

22. Edit the Leading People critical element or the Leveraging Diversity specific measure and

click Update. Note: By editing the Leveraging Diversity specific measure you can now add
other levels of performance.

Performance Process * o«

Steps and Tasks e ov

Perfo

Jocument

10/01/2019 - 07/30/2020

Establish Performance Plan
Due

© Update

Complete Mid-Year Self-Assessment
06/01/2020

ominate Participants
116

Performance Document
Edit Sub-ltem

Leading People

Title Leveraging Diversity

1- : = &l
5‘3""71‘;;'; Sas Fow  -l[see -|[B 7 U|lzzA-BD @ g
Required)

others accountable for achieving results that embody the principles of diversity.

Measures.
5.

4-

3- Fosters an inclusive workplace where diversity and individual differences are

Performance Document

1000172019 = 07/30/2020

Establish Performance Plan
DusDate 1

© Update

Complete Mid-Year Seff-Assessment
DusDate  08/01/2020

]

Nominate Participants
DusDate 11162020

o

Complete Self-As:
DusDate 111162020

o

Review Manager Evaluation
DusDate 111162020

Vo valued and leveraged to maximize agency achievements. Consistent in word and >
"
23. Choose the Save button at the top right of the screen to save the performance plan.
Performance Process # « Return to Current Documents| [~
Steps and Tasks S o~ Performance Document “

Establish Performance Plan - Update

Leveraging Diversity P

Description: Recruits, develops, and retains a diverse high quality workforce in an equitable
manner. Leads and manages an inclusive workplace that maximizes the talents of each
person to achieve sound business results. Respects, understands, values and seeks out
individual differences to achieve the vision and mission of the organization. Develops and
uses measures and rewards to hold self and others accountable for achieving results that
embody the principles of diversity.

Measures:

4.

3- Fosters an inclusive workplace where diversity and individual differences are valued and
leveraged to maximize agency achievements. Consistent in word and action. Addresses
aHegatinns of discrimination, harassment, and retaliation; seeks ear\y dispule resolution
and communicates promptly with upper-level management and human resources.
Supports and promotes EEO policies/programs and Agency diversity efforts through
effective leadership and actions. Provides a workplace free from discrimination,
harassment, and retaliation. Addresses employee concemns in a timely and thorough
manner and initiates appropriate follow-up actions to resolve confiicts. Respects cultural
diversity and differences creating an environment where people work together to achieve
organizational goals.

@Print | E1Notify | E)Export
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24. Choose the Save button at the top right of the screen to save the performance plan. You
have successfully added the mandatory Leading People Critical Element and
Leveraging Diversity Specific Measure to the performance plan.

Performance Document Retumn to Current Docu men\ Sign and Submit
Establish Performance Plan - Update and Approve

Pt | [ oty | ) Export
Actions»

Job Title Supenvisory Gantrsct Specialis Manager

J Document Type Performance Document Period 10/01/2043 - 08/30/2018
Template GSA Annusl Performance Plan Document ID 1
‘ Status In Progress Due Date 1111412018

 You have suscessfully saved this document

Cloning prior performance plan with Leading People critical element

1. Select the Team Performance tile on the Manager Self Service homepage.
d Service ¥ Manager Seif Service

Manager Time Manager Request Action Approvals AddMaintain Empl Checklist

LA
R RLE R

G5A Telework Agreement G5A Regular Telework Agreem... Team Performance

- -

1 In Prograss Documents

Query Viewer Manage Delegation Manager Analytics and Reporls

ORACLE
FEOFLESOFT

2. From the Current Documents screen, select the Create Documents button.

< Manager Seif Service Team Performance

Current Documents 1

Current Documents
Historical Documents

v 1
' Period Begin / Next Due
Name / Job Title Document Type Document Status Period End Date
Establish Pesformance Plan 1010172018
Performance Document 11/14:2018
IT Speciatist 08/30/2018

3. APerson Selector dialogue box will appear. Select the employee for whom you would like
to create the performance plan, and select the Continue button.

Include Leveraging Diversity Specific Measure | 7
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Cancel Person Selector

» Search Options

Select Employees 19 rows

T

O Name / Title / ID Directs / Total Department

Angel Contreras

=] Budget Analyst Operations Division
00000743
Bernard Cooper
o Financial Management Officer FAS Financial Services Divisio

00000738

Craig Simmons
0 Contract Specialist
00000027

Branch C

4. Inthe Create Documents dialogue box, enter or click the calendar icon to select the Period

Begin Date and the Period End Date for the performance document.

Choose Performance Document from the Document Type drop-down menu.

6. Select Yes from the Clone from Prior Document field to create a new performance plan that
already includes the Leading People critical element.

7. Select the magnifying glass to the right of the Prior Document field, and choose the past
performance plan you would like to clone from those listed. The employee’s name will
populate the Prior Document field, and details of the plan will appear just below. Select
the Create button at the top right to continue.

v

Cancel Create Document %
Period Begin Date | 10/01/2019
Period End Date |09/30/2020
Document Type | Performance Document ﬂ
Clone from Prior Document 3_-‘;;;-_‘
Prior Document x Q ‘
10/01/2017 09/30/2018 GSA Annual Performance Plan Preview

8. The newly created performance document will appear. Select the document to open and

edit it.
< Manager Seif Service Team Performance

Current Documants 1 Crente Documant
Current Documents et Bocumants

Histarical Documents

v
" Period Begin / MNext Due

Name | Job Title Document Type Document Status Period End Date

Eslablish Performance Plan 100172018
Performanoe Document aseme
IT Specialist 0902018

9. On the Establish Performance Plan page, select the Expand All option to review all sections
of the performance plan.

10. Under the Leading People [Leadership] section, update the percentage this specific measure
will be weighted in the Weight field.

Include Leveraging Diversity Specific Measure | 8
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11. Select the Add Specific Measure hyperlink.

Performance Process o

Performance Document
e e £ e~ | Establish Performance Plan - Update and Approve

necessary sdjustments to the criteria and changes with the employee. Once the p criteria is comect, select the "Sign and Submit®
buttan to complete this step

Performance Document

101012018 - 081302019 Overview ~ Expand All | (v Collspse Al | [= TAB Fammat

= Establish Performance Plan Section 1 - Position Description Review Certification

DueDste 111472018
Updste snd Submit Position Description Review Cerfification will be evalusled by: Employee, Manager
+ Expand | |y Collapse | [G Add ltem
¥ O Complete Mid-Yesr Progress Review Position Description Review Certification

DueDate 05312010

Nominate Participants Section 2 - GSA Elements
DueDste 117142010
GEA Elements will be evalusted by: Employee, Manager, Other Parficipant
Review Participant Evalustions
- e i o = .
Dmods  ttano Expend | '+ Collapse | g Organizetional Goals & Objectives | [5 Add Critical Element

Leading People [Leadership]
Review Employes Seff-Assessment R e P
DueDste 1118201 Measurement : Genersl Measure: Cuslity, quantity, end timefiness

Derived from: Position description, OPM Executive core qualifications and supervisory guide
Compleie Manager Evaluation * Critical: Yes
DueDate 117142018 * Stretch Gosl: No

Organi;
Goals & Objectives

#| Add Specific Measura

12. On the Add a Specific Measure screen, select the radio button Add pre-defined Specific
Measure, and choose the Next button.

Performance Process e « Performance Document
teps and Tasks o ov | Adda Specific Measure

You have chosen to add a new Specific Measure.
Ferformance Decument

You can either enter & new Specific Measure an your own, or chocse a Spacific Messurs already
10/01/2018 - 083002019 Cvarview

defined in the system. When you are finished, select the Mext button fo continue.

= Establish Performance Plan
Due Date 11142018

Add pre-defined Specific Measure I

(O Add your own Specific Measure

Retum

Update and Submit

Complete Mid-Yesr Progress Review
Due Date 05/312018

Mominate Participants

Do Dicio  siisgrcac

13. On the Add a GSA Elements Specific Measure screen, leave the Specific Measure field blank,
and select the Search button.

ferformance Process © “ | performance Document

teps and Tasks & o~ | Adda GSA Elements Specific Measure

Search Criteria

Performance Document Specific Measure |

0/01/2018 - 083072010 Owerview
Search Clear
- Establish Performance Flan
Due Date 111142018
Retumn
Update and Submit
. Complete MidYesr Progrees Bayiew

14. From the Search Results, select the checkbox by Leveraging Diversity, and choose the Add
Specific Measure(s) button to continue.

Include Leveraging Diversity Specific Measure [ 9
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Performance Process © | parformance Document

teps and Tasks S o~ | Adda GSA Elements Specific Measure

Search Criteria

Ferformance Documant Specific Measure

10012018 - oBi30r2018 Overview
Search Clear
= ' Estsblish Performance Plan
DueDate 111412018
Updste and Submit Search Results Personslize | 17 4 150f5 ‘b Last

GSA Elements Specific Measure(s)

Complete Mid-Year Progress Review [ integrityHonesty
DueDste  D5/31/2010
[] Emplayee Perspective

Len jing Divet
Due Datz 111142019 m = =

[ Emplayee Development
~' Review Participant Evalustions

DueDate  11/142018 [ Team Buiding
. Select Al Deselect All
" O Review Employee Self-Assessment =
DueDste 111412010 Ackd Sy eriic Messime(s)
0 Retum

) Complete Manager Evsiustion
DueDstz 111422010

15. The Leveraging Diversity specific measure will appear under the Leading People
[Leadership] section.

Performance Process ° «

Performance Document Retumn to Current Documents Save | | Sign and Submit | A
Steps and Tasks < - It -
P = ES(?_EBET.EE”DWW?REE ‘,lﬂ lpd ate and Approve &Print | ENotiy | @) Export

Performance Document Leading People [Leadership]
10/01/2018 - 09/3012019 Overview Measurement : General Measure: Quality, quantity, and imeliness B o
<) © Estabish Performance Flan Derec o Posiion descrpion, OP EX66.ike core Quafcaons and superar gice

DueDate  11/14:2018 * Stretch Goal: No

© Update and Submit Weight| 0 o
Aligns To

* O Complete Mic-Year Progress Review Organizational

DueDate 053172019 Goals & Objectives.
* © Nominate Pariicipants Leveraging Diversity

DueDate 11142019 Description: Recrutts, develops, and retains a diverse high quality workiorce in an 20
equitable manner. Leads and manages an inclusive workplace that maximizes the
} O Review Participant Evaluations talens of each person to achieve sound business resulls. Respects, understands,
values and seeks out indvidual difierences to achieve the vision and mission of the
DusDate  11/142019 organization. Develops and uses measures and rewards to hold self and others
accountable for achieving fesults that embody the principles of iversly.
* © Review Employee SelfAssessment
DueDate 11142019 Measures

3-Fosters an inclusive workplace where dversity and individual diflerences are valued
* O Complete Manager Evaluation and leveraged Consistent in word and actic

DueDate  11/142019 d X seeks early dispuie

resolution and communicates prompy with upper-evel managemerit and human

resources._ Supports and promotes EEO policiesiprograms and Agency diversity efforts
through effective leadership and actions. Provides a workplace free from discrimination,
harassment, and retaliation. Addresses employee concems in a timely and thorough
manner and iitiates appropriate follow-up actions to resolve conflicts. Respects cultural
diversity and differences reating an environment where people ork logether to %

achieve organizational goals

{Add Spacific Hisasiis)

Crestad By Jay Boseh oansz0t0 258PM

Section 2 - Position Description Review Certification

16. To edit the Leading People critical element or the Leveraging Diversity specific measure,
click on the pencil icon.

Performance Process &8 o« Return to Current Documents
Steps and Tasks 8 ov Performance Document
Establish Performance Plan - Update Print | E9Notify | BfjExport
Performance Document Measurement : General Measure: Quality, quantity, and timeliness
100172019 - 07/302020 Overview

Derived from: Position description, OPM Executive core qualifications and supervisory guide
ance Plan * Critical: Yes
* Stretch Goal: No

*' ® Establich Perfor

DueDate  11/1472019
© Update Weight 0 o
T
to plete Mid-Year Self-Assessment Orqa:i!g:zn:\
DusDate 060172020
e Goals & Objectives
¥ © Nominate Participants
DueDate 131672020
Leveraging Diversi
*'© Complete Seff-Assessment aing Y
DueDate  11/16/2020 Description: Recruits, develops, and retains a diverse high quality workforce In an equitable
manner. Leads and manages an inclusive workplace that maximizes the talents of each
' © Review Manager Evaluaion person to achieve sound business results. Respects, understands, values and seeks out
DueDate  11/16/2020 individual differences to achieve the vision and mission of the organization. Develops and

uses measures and rewards to hold self and others accountable for achieving results that
embody the principles of diversity.

Measures:
3- Fosters an inclusive workplace where diversity and individual differences are valued and

leveraged to maximize agency achievements. Consistent in word and action. Addresses
alleaations of discrimination, harassment, and retaliation: seeks early dispute resolution hd

Include Leveraging Diversity Specific Measure [ 10
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17. Edit the Leading People critical element or the Leveraging Diversity specific measure and

click Update. Note: By editing the Leveraging Diversity specific measure you can now add
other levels of performance.

Performance Process ® «| Pperformance Document
Steps and Tasks e

=% 97 Edit Sub-item

ecformance Dicument Leading People
10/01/2019 * 07/30:2020 Ovenview Title Leveraging Diversity
&
formance Plan Standards 15 s o Font - szee -||B I U =33 A-B-B8 !v
N (Level 3 M
Required)

others accountable for achieving results that embody the principles of diversity.

Mid-Year Self-Assessment

610172020

Measures.

4

3. Fosters an inclusive workplace where diversity and individual differences are

valued and leveraged to maximize agency achievements. Consistent in word and

Return

18. Choose the Save button at the top right of the screen to save the performance plan.

Performance Process - I Return to Current Documents r
Steps and Tasks T o~ Performance Document

Establish Performance Plan - Update @Print | E1Notify | E)Export
Perfarmance Document

10012019 * 07/302020 Overview Leveraging Diversity 2 0

Performance Plan Description: Recruits, develops, and retains a diverse high quality workforce in an equitable
11142018 manner. Leads and manages an inclusive workplace that maximizes the talents of each
person to achieve sound business results. Respects, understands, values and seeks out
individual differences to achieve the vision and mission of the organization. Develops and
uses measures and rewards to hold self and others accountable for achieving results that

0 embody the principles of diversity.
© Complete Mid-Year Seff-Assessment
Dus Date a0z Measures:
5.
' © Nominate Participants
DueDate 111162020 4.

3- Fosters an inclusive workplace where diversity and individual differences are valued and
leveraged to maximize agency achievements. Consistent in word and action. Addresses
aHegatiDns of discrimination, harassment, and retaliation; seeks ear\y dispute resolution
and communicates promptly with upper-level management and human resources.
Supports and promotes EEO policies/programs and Agency diversity efforts through
effective leadership and actions. Provides a workplace free from discrimination,
harassment, and retaliation. Addresses employee concemns in a timely and thorough
manner and initiates appropriate follow-up actions to resolve confiicts. Respects cultural
diversity and differences creating an environment where people work together to achieve
organizational goals.

o

Complste Self-Assessment
DusDate 111162020

Review Manager
Due Date 111612020

19. Choose the Save button at the top right of the screen to save the performance plan. You
have successfully added the mandatory Leading People Critical Element and
Leveraging Diversity Specific Measure to the performance plan.

Performance Document Retum to Current I]m:umen\ Eign and Submit
Establish Performance Plan - Update and Approve &Pt | £ Notity | i) Export

Actions=
JobTitle Supervisory Contract Specialis Manager
J Document Type Performance Document Period 10/01/2013 - 08/30/2018
Template GSA Annusl Performance Plan Document ID 1

‘ Status In Progress Due Date 11/14/2018

@ You heve successiully saved this document.

Clone prior performance plan without Leading People critical element

1. Select the Team Performance tile on the Manager Self Service homepage.

Include Leveraging Diversity Specific Measure | 11
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w Manager Self Service

Manager Time Manager Request Action Approvals AddMaintain Empl Checklist
L )
LA LA ALY

G5A Telework Agreement G5A Regular Telework Agreem... Team Performance

o

—_—
- -
1 In Frograss Documents

Query Viewer Manage Delegation Manager Analytics and Reports

ORACLE
PEOPLESOFT

2. From the Current Documents screen, select the Create Documents button.
< Manager Seif Service Team Performance

Current Documents 1
Current Documents

Historical Documents

v |
Period Begin/  Next Due
Name / Job Title Document Typﬁ Document Status Period End Date
Establish Performance Plan 1010172018
Performance Document 1171412018
IT Specialist 02/30/2018

3. APerson Selector dialogue box will appear. Select the employee for whom you would like

to create the performance plan, and select the Continue button.
Cancel Person Selector

» Search Options

Select Employees 19 rows
T
O Name / Title / ID Directs / Total Department
Angel Contreras ~
m] Budget Analyst Operations Division
00000743
Bernard Cooper
=] Financial Management Officer FAS Financial Services Divisio
00000738

Craig Simmons
0 Contract Specialist
00000027

Branch C

4. Inthe Create Documents dialogue box, enter or click the calendar icon to select the Period

Begin Date and the Period End Date for the performance document.

Choose Performance Document from the Document Type drop-down menu.

6. Select Yes from the Clone from Prior Document field to create a new performance plan that
does not already include the Leading People critical element.

v

Include Leveraging Diversity Specific Measure | 12
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7. Select the magnifying glass to the right of the Prior Document field, and choose the past
performance plan you would like to clone from those listed. The employee’s name will
populate the Prior Document field, and details of the plan will appear just below. Select
the Create button at the top right to continue.

Cancel Create Document %
Period Begin Date | 10/01/2019
Period End Date |09/30/2020
Document Type | Performance Document ﬂ
Clone from Prior Document i Yes
Prior Document % Q ‘
10/01/2017 09/30/2018 GSA Annual Performance Plan Preview

8. The newly created performance document will appear. Select the document to open and
editit.

€ Manager Self Service

Team Performance

Current Documents 1

Create Documents
Current Documents
Historical Documents

Name | Job Title

Period Begin/  Next Due
D t o t Statu L
ocument Type ocument s T e
Establish Performance Plan 100172018
Performance Document ARG I .
IT Specialist 08302018

9. On the Establish Performance Plan page, select the Expand All option to review all sections
of the performance plan.

10. Choose the Add Critical Element hyperlink under the GSA Elements section.

Performance Process o «

Performance Document Refiirh o Ciirrent Daciments!
Steps and Tasks e

Save | | Sign and Submit
_2 @~ Establish Performance Plan - Update and Approve

G Print | E7Notify | ] Export

Performance Document Actions >
100172018 - 0873012018 Overview Job Title IT Specialist (CUSTSPT) Manager

Document Type Performance Document Period 1010172018 - 08/30/2019
~ © Establish Performance Flan Template GSA Annual Performance Flan Document ID 42366

DueDale 11142018 Status In Progress Due Date 11/14/2018
Add, update or review the performance criteria (goals and/or responsibilities) that the employee pians to accomplish during the performance period. Make any

necessary adjustments to the criteria and review your changes with the employee. Once the performance criteria is correct, select the "Sign and Submit”
bution to complete this step

© Update and Submit

vo Complete Mid-Year Progress Review "
Duebste 012019 ~ Expand All | v Collapse All | [=TAB Format | [ Adjust Dates
»' O Mominate Pariicipants Section 1 - GSA Elements

DueDale  11/14/2019

GSA Elements will be evaluated by: Employee, Manager, Other Partici
» O Review Parficipant Evaluations - Expand | (v Collapse | i Organizational Goals & Objectives || B Add Crfical Element
Due Date 111142019
Training Coordination g ]

* O Review Employee Self-Assessment Communications development
Due Date 111472013 P

Team C ion and idual Expertise Develop
» O complete Manager Evaluation
DueDate 1111422019 Customer Satisfaction and Customer Relationship Improvement

11. Choose the Add pre-defined element radio button, and select the Next button.

Include Leveraging Diversity Specific Measure | 13
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Performance Process @« Pperiormance Document

Steps and Tasks S v Add Element

i} Add pre-defined element I

Performance Document
10012018 - 0913072019 Overview ‘- Add your own element

. @] Copy element from my Documents
~ © Establish Performance Plan

Due Date  1114/2018 () Copy element from My Team's Documents

© Update and Submit
' O Complete Mid-Year Progress Review

DueDate 053172019 Retumn

' © Nominate Participants
Due Date 1114/2019

12. On the Add a Pre-Defined Element screen, choose Element Group from the Element
Group Type drop-down menu and Leadership Elements from the Element Group drop-
down menu.

13. Select the Search button.

priormance Process © “ | Pperformance Document
EpE A aske ¢ o~ | Add aPre-Defined Element
Ta search for Elements to add to the document select the search button. You can also enter search critera to help refine
your results.
ferformance Document
0i01201 - osizorz018 Overview Search Criteria
Title
Establish Performance Flan
DueDate 111142018 Element Group Type [Element Group |
Update and Submit Element Group][EaeU s = ey V]
~ Complete Mid-Year Progress Review E=I E=T
DueDate 05312010
) ) Retum
- Mominate Participants
DueDate  11/14:2018

14. From the Search Results, select the checkbox by Leading People, and choose the Add
button to continue.

Performance Process © | parformance Document
Steps and Tasks 2 o~ | Add a Pre-Defined Element
To search for Elements to add fo the document select the search button. You can skso enter search criteris fo help refine
your results
Parformanca Document
1000172018 - 082012018 Overview Search Criteria
Title
= 1 Estsbiich Ferformance Flan
DueDate  11/142012 Element Group Type | Element Group v
rpdakioraioneatt Element Group [Lesdership Elements v
" O Complete Mid-Year Progress Review Search Clear
DueDat:  05/312018
s . Search Results Personslize | (1! 1-5of5
Mominate Participants
DueDat=  11/142018 GSA Elements

Review Participant Evalustions [] Lesding Change

Due Date 1142018 M Leading Pecple

" ' Review Employee Selt-Assessment [ Results Driven
DueDat=  11/142018
[] Business Acumen
' O Complate Menager Evalustion [ Buiking Coslitions
DueDate 117142010
Salact All Deselact All
Return

15. Under the Leading People [Leadership] section, indicate the percentage this specific
measure will be weighted in the Weight field.
16. Select the Add Specific Measure hyperlink.

Include Leveraging Diversity Specific Measure | 14
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©
Performance Process Performance Document
Steps and Tasks )

& e~ | Establish Performance Plan - Update and Approve

necessary sdjustmants to the criteria and review your changes with the employee. Once the performance criteris is carrect, select the *Sign and Submit”
button to complete this step.
Performance Document

1000172018 - 0B/3W2010 Overview

= Expand All | » Collapse All | [ TAB Formst

= Establish Ferformance Flan Section 1 - Position Description Review Certification

Due Date 11142018
Update and Submit Pasition Description Review Certificstion will be evalusted by: Employee. Manager
- Expand | 4 Collspse | [ Add llem
* O Complets Mid-Vear Prograss Review Position Description Review Certification

DueDate  05/31/2010

-/ Nominate Participants Secfion 2 - GSA Elements
DueDate 111142018

GSA Elements will be evalusted by Employee, Maneger, Other Participant
Review Participant Evalustions

® se | b =
DueDate 11142010 Expand | » Collspse | 2 Organizationsl Gosls & Objectives | [ Add Criical Element

Leading People [Leadership]
Review Employee Selff-Assessment

DusDate 111142010 Measurement : General Messure: Quality, quantity, snd imeliness B 20
Derived from: Position description, OPM Executive core guslificstions snd supervisory guide
J Complate Mansger Evalustion * Critical: Yes.
DusDate 111142019 * Stretoh Goal: Na

Aligns To
Organizational
Goals & Objectives

+] Add Specific Messure

17. On the Add a Specific Measure screen, select the radio button Add pre-defined Specific
Measure, and choose the Next button.

Performance Process o « Performance Document
teps and Tasks = o~ Adda Specific Measure

You have chosen to add a new Specific Measure.
Parfo u] nt
rmanes Docums ou can either enter 2 new Specific Measure on your own, or choose a Specific Measure already
10101/2018  © 0B/30V2019 Overview

defined in the system. When you are finished, select the Next button fo confinue.

= Estsblish Performance Plan

Add pre-defined Specific Measure I
Cue Date 111142018

Add your own Specific Measure
Update and Submit

Complete Mid-ear Progress Review
Due Date  05/31/2018

Mominate Participants

Do Dioic aaladcmoas

18. On the Add a GSA Elements Specific Measure screen, leave the Specific Measure field blank,
and select the Search button.

erformance Process © “ | perormance Document

teps and Tasks & o~ | Adda GSA Elements Specific Measure

Search Criteria

Performance Document Specific Measure |

0012018~ 0G30EZ0E Cwerview
Search Clear
- Estsblish Performance Plan
Due Date 1111472018
Return
Update and Submit
* O Complete MinVesr Progrecs Beyiew

19. From the Search Results, select the checkbox by Leveraging Diversity, and choose the Add
Specific Measure(s) button to continue.

Include Leveraging Diversity Specific Measure [ 15
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*erformance Process © “ | performance Document
teps and Tasks & ov | Adda GSA Elements Specific Measure
Search Criteria

Performance Document Specific Measure
10012018 - Oora0izodo Overview

Search Clesr
et Establich Performance Plan

DueDats 117142018
i i ’
Update and Submit Search Results Personalize | Y First 150f5 Last

GS5A Elements Spacific Measura(s)

J Complete Mid-Year Progress Review [ integrityHanasty

DueDate 05312018
[] Employee Perspective

Ler ing Dive:
Due Date 11142018 Eﬁ = =0

[] Empioyee Development
* ' Review Participant Evalustions

Due Date  11/14/2018 [ Team Building

Select All Deselect All
* ) Review Employee Self-Assessmant -
Due Date 1111412010 Add Specific Measure{s)
Retu
J Complete Manager Evalustion m

Due Date 1142018

20. The Leveraging Diversity specific measure will appear under the Leading People
[Leadership] section.

0 « "
Performance Process Performance Document Return to Current Documents | Save | | | Sign and Submit | a
SESarESS _® ar  Establish Performance Plan - Update and Approve P —
Performance Document Leading People [Leadership]
10/01/2018 - 09/30/2019 Overview Measurement : General Measure: Quality, quantity, and timeliness % Vi m
N Derived from: Position description, OPM Executive core qualifications and supervisory guide
= © Establish Performance Plan < Crical phon. a4 pervison g
Critical: Yes
DueDate 111142018 * Stretch Goal: No
© Update and Submit Weight| 0] o
Aligns To
* © Complete Mid-Year Progress Review Organizational
Due Date 0513172019 Goals & Objectives
* O Nominate Participants Leveraging Diversity VAl
DueDate 114142019 Description: Recruts, develops, and retains a diverse high quaiity workforce in an
equitable manner. Leads and manages an inclusive workplace that masimizes the
V) O Review Participant Evaluations talents of each person o achieve sound business results. Respects, understands,
e values and seeks out individual differences to achieve e vision and mission of the
e Date 1141472018 organization. Develops and uses measures and rewards to hold seff and others
accountable for achieving results that embody the principles of diversity.
* O Review Employee Seli-Assessment
DueDale 114142019 Measures
3- Fosters an inclusive workplace where diversity and individual differences are valued
}' O Complete Manager Evaluation and leveraged to maximize agency achievements. Consistent in word and action.
DueDate 1141422019 Addresses allegations of discrimination, harassment, and retaliation; seeks earty dispute
resolution and promply with and humar
resources. Supports and promotes EEQ policies/programs and Agency diversity efforts
through effective leadership and actions. Provides a workplace free from discrimination,
harassment, and retaliation. Addresses employee concerms in a timely and thorough
manner and iniiates appropriate follow-up actions to resoive conflicts. Respects cultural
diversity and differences creating an environment where people work together to
achieve organizational goals.
{idd Spaciic Wsasire)
rested By Jay Sroscn oszane zseem
V|
Section 2 - Position Description Review Certification

21. To edit the Leading People critical element or the Leveraging Diversity specific measure,
click on the pencil icon.
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Performance Process & o«

Steps and Tasks e o~
Performance Document
101012019 * 07/3012020 Overview

e ish Performance Plan

ale 11142019

© Update

¥ © Complete Mid-Year Self-Assessment
DusDate  06/01/2020

¥ © Nominate Participants
DusDate 191622020

o mplete Self-Assessment
DusDate 111672020

¥ © Review Manager Evaluation

DueDate  11/16/2020

Performance Document

Establish Performance Plan - Update
Measurement : General Measure: Quality, quantity, and timeliness

Derived from: Position description, OPM Executive core qualifications and supervisory guide
* Critical: Yes

* Stretch Goal: No

Weight 0

Aligns To
Organizational
Goals & Objectives

Leveraging Diversity

Description: Recrults, develops, and retains a diverse high quality workforce in an equitable
manner. Leads and manages an inclusive workplace that maximizes the talents of each
person to achieve sound business results. Respects, understands, values and seeks out
individual differences to achieve the vision and mission of the organization. Develops and
uses measures and rewards to hold self and others accountable for achieving results that
‘embody the principles of diversity.

Measures:
3- Fosters an inclusive workplace where diversity and individual differences are valued and

leveraged to maximize agency achievements. Consistent in word and action. Addresses
allegations of discrimination, harassment, and retaliation: seeks early dispute resolution

Return to Current Documents

@ Print | EJNotify | B)Export

22. Edit the Leading People critical element or the Leveraging Diversity specific measure and

click Update. Note: By editing the Leveraging Diversity specific measure you can now add
other levels of performance.

Performance Process * o«

Steps and Tasks e ov

Perfo

Jocument

10/01/2019 - 07/30/2020

Establish Performance Plan
Due

© Update

Complete Mid-Year Self-Assessment
06/01/2020

ominate Participants
116

Performance Document
Edit Sub-ltem

Leading People

Title Leveraging Diversity

1- : = &l
5‘3""71‘;;'; Sas Fow  -l[see -|[B 7 U|lzzA-BD @ g
Required)

others accountable for achieving results that embody the principles of diversity.

Measures.
5.

4-

3- Fosters an inclusive workplace where diversity and individual differences are

Performance Document

1000172019 = 07/30/2020

Establish Performance Plan
DusDate 1

© Update

Complete Mid-Year Seff-Assessment
DusDate  08/01/2020

]

Nominate Participants
DusDate 11162020

o

Complete Self-As:
DusDate 111162020

o

Review Manager Evaluation
DusDate 111162020

Vo valued and leveraged to maximize agency achievements. Consistent in word and >
"
23. Choose the Save button at the top right of the screen to save the performance plan.
Performance Process # « Return to Current Documents| [~
Steps and Tasks S o~ Performance Document “

Establish Performance Plan - Update

Leveraging Diversity P

Description: Recruits, develops, and retains a diverse high quality workforce in an equitable
manner. Leads and manages an inclusive workplace that maximizes the talents of each
person to achieve sound business results. Respects, understands, values and seeks out
individual differences to achieve the vision and mission of the organization. Develops and
uses measures and rewards to hold self and others accountable for achieving results that
embody the principles of diversity.

Measures:

4.

3- Fosters an inclusive workplace where diversity and individual differences are valued and
leveraged to maximize agency achievements. Consistent in word and action. Addresses
aHegatinns of discrimination, harassment, and retaliation; seeks ear\y dispule resolution
and communicates promptly with upper-level management and human resources.
Supports and promotes EEO policies/programs and Agency diversity efforts through
effective leadership and actions. Provides a workplace free from discrimination,
harassment, and retaliation. Addresses employee concemns in a timely and thorough
manner and initiates appropriate follow-up actions to resolve confiicts. Respects cultural
diversity and differences creating an environment where people work together to achieve
organizational goals.

@Print | E1Notify | E)Export
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24. Choose the Save button at the top right of the screen to save the performance plan. You
have successfully added the mandatory Leading People Critical Element and
Leveraging Diversity Specific Measure to the performance plan.

Performance Document
Establish Performance Plan - Update and Approve

Raturn to Gurrent Document save | | | Sign snd Submit

& Fint | [ Notiy | ) Export

Actions =
Job Title Supervisary Canlract Specislis Manager
o Document Type Ferformanse Document Period 10/01/201€ - 0B/30i2010
Template GEA Annual Performanse Plan DocumentID 1
_‘ Status In Progress Due Date 1171472018

 You have successfully saved this document.
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